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Creating a Solicitation including the Clause
Management Screen

1. Start with a Purchase Request (Figure 71)
Highlight the PR, place a checkmark in the
Solicitation Column

2. Click New or File New (Figure 72)

This will start the Solicitation Process.
(IF you are making an AWARD without going
through the Solicitation Process, you can

click on AWARD instead. The Clause
section instructions remain the same.)

NOTES:
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3.

4.

Assign it a PIIN number (Figure 73)

Complete the preliminary screens as shown
here (Figures 74-76).

NOTES:
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5.

Clause Management (Figure 77)
Click the Clause Hyperlink

This starts the Clause Management Screen
(this screen is the same in both Solicitations
and Award documents)

Click New Clause (Figure 78) to begin
adding FAR or CAR clauses as appropriate.

Note: You can not currently add a text file on
this screen until you have added a Clause.

In Figure 79, if you know the clause number
you wish to add, simply type it in the Clause
blank (you do not have to use the look up if
you know what you need to add).

After you have identified the Clause, use the
radio buttons to identify how you want it
added to the document (Full Text,
Reference, with a Page Break between
clause)

Identify the Section of the Solicitation or
Award document that the clause is to be
associated.

AFTER you have inserted your first clause (even if
it is not for the first section, you can begin to add
text files into this same screen.

NOTES:
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7.

On the Clause Management Screen see the
first clause that was inserted. (Figure 80)

After you have inserted a clause you can
begin to insert text in the appropriate areas
of the Solicitation or the Award document.
Using the File Insert TEXT File. After you
have inserted the Title, use the Browse
(Figure 81) button to find the appropriate file
(Figure 82). Be sure to identify the section
of the document where it is to be
incorporated.

NOTES:
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9.

10.

11.

12.

13.

See instructions for Attachments.

To complete the fillins, (Figure 83) use the
Fill in listing to see which clauses still need
to be completed.

Double click on the clause.

Click the Fill In button (Figure 84).

The fill-in statements will appear at the top,
click the Fill-in Filter to see where the fill-in
appears in the clause (Figure 85).

At the bottom of the screen, type in the
words that should appear where the fill-in

blank appears in the preview window

Click the Apply button.

NOTES:
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14.

15.

See the text in the gray area as you have
typed in the space below. (Figure 86)

When you have completed and hit the apply
button, then highlight the next fill-in the
upper white space, then continue filling it in
bottom portion.

When you have finished the entire
Solicitation or the Award document, click the
print button and the document will generate
with all the clauses as you have inserted
them. (Figure 87)

NOTES:
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